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The Department of Workforce Services Law establishes work search requirements 
for all claimants who file claims for Unemployment Insurance benefits. All claim-
ants, unless they are exempt from making job contacts under the law or regulations 
will be required to make weekly job contacts. You will not be required to keep a 
written list of your job contacts until you are advised in writing by DWS. A 

 has been provided in this handbook to record your work search 
efforts. This record will be subject to review at any time following notification that 
you must begin recording your contacts.

Department of Workforce Services

You may be exempt from making weekly job contacts under the following 
conditions:

1. If your hours of work with your last employer have been reduced from full 
time to part time, you may be exempt from making job contacts during 
the weeks that you work at least eight (8) hours for that employer.

2. If an employer definitely promises you a full time job that will begin within 
ten (10) weeks from the date it was promised, you will be exempt from the 
work search requirements for that period of time, provided you submit 
a written statement from the employer substantiating the job offer and a 
date you are to start to work.

3. If you are on layoff or your hours of work have been reduced from full 
time to part time and you will be returning to full time work within ten 
(10) weeks from the date you were either laid off or your hours were  

reduced, you may be exempt from making weekly job contacts for that  
period of time, provided you submit a written statement from your  
employer substantiating the date you are to return to full time work. You 
will be required to make the assigned number of work search contacts 
until you provide the written statement from your employer.

4. If you are enrolled in or attending a training program approved by 
the Director of the Department of Workforce Services, you may be 
exempt from making job contacts during the time you are in an  
approved training program as long as you provide evidence to our 
agency of your continued attendance and satisfactory progress. This 
handbook provides a section (see Certification by Training Institution) 
to maintain a weekly record from the school certifying you have met 
these requirements. This record is subject to review at any time during 
your claim.

1. Make your assigned number of job contacts each week 
that you claim benefits. You will be required to state 
whether or not you made your assigned number of 
job contacts each time you claim weekly benefits.

2. At least one (1) contact must be in person each week 

unless you are exempt.
3. You must register for work with DWS Job Service and 

come in to the local office when you are advised to 
do so.

1. Make your assigned number of job contacts each 
week that you claim benefits.

2. At least one (1) of your contacts must be made in 
person with an employer unless it is customary 
for workers in your occupation to apply for work 
by telephone or through correspondence or unless 
you are applying for a job with an employer located 
outside the labor market area where you live.

3. If you make a repeat contact with an employer, it can-
not be accepted as one of your weekly work search 
contacts, unless it is reasonable to believe that the 
repeat contact will result in a job for you, or unless 
the employer has asked that you come back at a 
later date.

4. If you are not registered with DWS Job Service, you 
must register with the Job Service when you are 
advised to do so by the local office staff. You must 
come in to the local office when you are advised to 
do so by the local office staff.

5. Contacts you make with the Job Service can be 
counted as work search contacts in the following 
manner: (1) One contact for the week in which you 
fill out your work application; (2) One contact for 
any week in which you report to the Job Service 
as a result of a call-in from them; (3) One contact 
per month if done in accordance with instructions 
provided to you by the local office.

6. Contacts you make for work through a private em-
ployment agency can be counted in the following 
manner: (1) Registration with a private employment 
agency will be counted as one job contact for each 
such agency, but will be counted only one time in 
any one continuous period of unemployment, and (2) 
Each job contact made as a result of a referral by a 
private employment agency will be counted as a job 

contact, provided it is listed in your Job Contacts 
Log with the items of information required for a job 
contact.

7. Any efforts you make to find work other than 
those described in items #2 through #6 may be 
acceptable. However, only one (1) such effort will be 
accepted as one of your weekly work search contacts 
for the week being claimed.

8. You should record your work search activities each 
week. You have been given a Job Contacts Log 
(located in this handbook) for you to record all job 
contacts. You must document the following informa-
tion each week: 1) Show date of each contact; 2) 
Show name and address of employer contacted; 3) 
Show method of contact; 4) Name of person con-
tacted; 5) Type of work sought; 6) The result of the 
contact; and 7) Application or resume on file. FAIL-
URE TO RECORD ALL ITEMS WILL CAUSE YOUR 
BENEFITS TO BE DELAYED OR DENIED.

9. Be sure that the information you enter regarding your 
job contacts is accurate and complete. Your work 
search contacts may be checked by the local office 
or our Quality Control Department.

10. As your length of unemployment increases and you 
have been unable to find work in your customary or 
secondary occupation, you may be required to seek 
other types of work for which you are qualified and 
for which job openings exist and you may be required 
to increase your job contacts.
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The Department of Workforce Services Law establishes work search 
requirements for all claimants who file claims for Unemployment Insur-
ance benefits. All claimants, unless they are exempt from making job 
contacts under the law or regulations will be required to make weekly job 
contacts. You will not be required to keep a written list of your job contacts 
until you are advised in writing by DWS. A Job Contacts Log has been 
provided in this handbook to record your work search efforts.

Department of Workforce Services

You may be exempt from making weekly job contacts 
under the following conditions:

1. If your hours of work with your last employer have 
been reduced from full time to part time, you may 
be exempt from making job contacts during the 
weeks that you work at least eight (8) hours for that  
employer.

2. If an employer definitely promises you a full time 
job that will begin within ten (10) weeks from the 
date it was promised, you will be exempt from the 
work search requirements for that period of time, 
provided you submit a written statement from the 
employer substantiating the job offer and a date you 
are to start to work. You will be required to make 
the assigned number of contacts until you provide a 
written statement from your prospective employer.

3. If you are on layoff or your hours of work have been 
reduced from full time to part time and you will be 
returning to full time work within ten (10) weeks from 
the date you were either laid off or your hours were 
reduced, you may be exempt from making weekly job 
contacts for that period of time.

Your authorized union hiring hall representative may 
act as your agent in carrying out your work search  
requirements under the following conditions:

1. You must provide evidence to your local Department 
of Workforce Services office that you are a member 
of a union hall, that your union dues are currently 
paid, and that the union local maintains a full time 
hiring hall.

2. You must provide the name and address of the union 
hiring official who will act as your agent.

You will be required to make your own job contacts if 
your union local notifies the Department of Workforce 
Services that you are no longer a member in good stand-
ing with the local or if for any reason your union local 
does not make the required number of weekly contacts 
for you.

DWS-ARK-500 SUPPLEMENT (UNION) (Rev. 07-05)

1. Your union agent must make the assigned number of 
job contacts each week that you claim benefits. You 
will be required to state whether or not your union 
representative made your assigned number of job 
contacts each time you claim weekly benefits.

2. You must register for work with DWS Job Service and 
come in to the local office when you are advised to 
do so.

1. You or your union agent must make the assigned 
number of job contacts each week that you claim 
benefits. As your length of unemployment increases 
and you have been unable to find work in your cus-
tomary or secondary occupation you may be required 
to seek other types of work for which you are quali-
fied and for which job openings exist and you may 
be required to increase your job contacts.

2. You must register for work with DWS Job Service 
and come in to the local office when you are advised 
to do so by the local office staff.

3. Be sure that your union agent keeps an accurate 
and complete list of all job contacts he makes on 
your behalf, including the names and dates of each 
contact. The union’s record of work search contacts 
is subject to review and may be checked by the lo-
cal office or our Quality Control Department at any 
time. Failure to provide the union’s record of job 
contacts when required may result in delay or denial 
of benefits.

4. If your union local notifies the Department of Work-
force Services that you are no longer a member in 
good standing or if for any reason your union local 
does not make the required number of weekly con-
tacts for you, you will be required to keep a written 
list of your job contacts. Record your job contacts on 
the Job Contacts Log provided in this handbook.




























